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Guidance for Employers
In 2020 the Government committed to achieve three million 
apprenticeship starts. This was to address the UK’s skills shortages and 
stimulate economic growth. During the pandemic, the Government have 
increased employer incentives for the recruitment of apprentices.   
You can find out more information by using the  
following link: -
https://www.gov.uk/guidance/ 
incentive-payments-for-hiring-a-new-apprentice

Prescribed groups and public sector bodies with 250+ staff in England 
have a target to employ a percentage of their staff as new apprentice 
starts. The Government considers the duty to ‘have regard’ to the target 
to mean that, in making workforce planning decisions, public bodies 
should actively consider apprenticeships, either for new recruits or 
as part of career development for existing staff. Apprentices are only 
considered as ‘new apprentices’ who will count towards the target, in the 
year in which they begin their apprenticeship.  
Find out more by using the following link:
https://www.gov.uk/government/publications/ 
public-sector-apprenticeship-target

Apprenticeships are sector work-based programmes that enable people 
to learn and earn a wage. They are designed in conjunction with the 
employer to meet the needs of the business and provide employees with 
a nationally recognised qualification.
Apprenticeships can help to develop your business, improve productivity, 
and enhance staff retention. High-quality apprenticeship programmes 
can help businesses create the skilled workforce needed to give them 
the competitive edge for the future.
Hiring an apprentice is a productive and effective way to grow talent and 
develop a motivated, skilled, and qualified workforce.
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• 86% of employers said apprenticeships helped them develop skills 
relevant to their organisation. 

• 78% of employers said apprenticeships helped them improve 
productivity

• 74% of employers said apprenticeships helped them improve the 
quality of their product or service

Other benefits of working with apprentices include:
• you can adapt their training according to the needs of your business
• they are motivated to learn new skills
• you can expand and upskill your workforce
Following the pandemic, many employers are planning to resume the 
recruitment of apprentices and want to use them 
as a key part of their Covid-19 recovery plan.
You can find more information and advice 
about apprenticeships by using the following link - 
https://www.gov.uk/apply-apprenticeship
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Why choose us?
Newcastle City Learning (NCL) is the post-16 delivery service within 
Newcastle City Council. We work within the context of the city’s 
demographics and priorities, and our purpose is to provide opportunities 
in Newcastle for all to learn, improve and grow.
We have many years of experience of delivering high quality work-based 
learning including apprenticeships. We deliver apprenticeships across 
many sectors including –
Health and Social Care
Business administration,  
HR, and Customer Service
Education 
Childcare and Early Years
Management and Team 
Leading 

We work across the City with many employers, providing them 
with bespoke development programmes for their employees. Our 
achievement rates are higher than those nationally and over 95% of our 
apprentices go into sustained employment or further education, with 
many gaining a promotion as a result of completing an apprenticeship 
with us. This is because our apprenticeships will help your organisation 
with workforce planning and development, helping your business 
succeed. 
We are rated ‘Excellent’ on GOV.UK’s Find an Apprenticeship Provider 
Service.
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What is an apprenticeship?
An apprenticeship is a programme designed by employers. An apprentice 
earns while they learn. Real practical experience is gained in the workplace 
along with technical knowledge, and the wider skills to meet current and 
future job requirements. Apprenticeships contain both on and off the job 
training giving the opportunity to practise new skills in a work environment.
An apprenticeship with us will include:
• A workplace mentor who will provide support and training. 
• A dedicated tutor to support and guide the apprentice through the 

programme and develop robust technical skills.
• Off the job training either at college or on-line, or a blended model.
• Workplace learning to enable the apprentice to develop new 

knowledge and skills to meet the business needs.
• Stretch and challenge to enable the apprentice to reach their full 

potential and be the best they can be within the workplace.
• A person-centred approach that focusses on personal development, 

behaviour, welfare, and employability skills.

“I was looking to support my staff in developing their learning further 
with an apprenticeship programme. Newcastle City Learning made 
the whole process very straightforward and as a result of this, 
two of my senior team were able to enrol on the apprenticeship 
programme. Not only has this been great for their ongoing personal 
development but it has also benefited in helping them to carry out 
their role with a much greater understanding of their own role and the 
needs of their teams and customers. It has also allowed us to further 
develop succession planning and encouraged more staff to become 
interested in the apprenticeship programme. I would recommend 
Newcastle City Learning to anyone who is looking to help their staff 
to develop themselves and to develop their business approach.” 
Steven Foster, Operations and Regulatory Services, NCC
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• 20% off the job training.
• Working with the employer to develop a programme of delivery to 

meet the needs of the business.
• Development of the English and Maths skills that are required in a 

work context.

Apprenticeships have developed in recent years. Standards have 
replaced apprenticeship framework qualifications, and these have 
been developed by employers to meet the needs of the sector and the 
national skills shortages. 
Every new apprentice will undergo an in-depth initial assessment. This 
will identify their starting point and confirm that they are at the right level 
to achieve the elements within the apprenticeship programme, including 
end point assessment.
On the job training and attendance at knowledge development sessions 
will prepare the apprentice for end point assessment. The college 
will work closely with the apprentice to ensure that they have all the 
necessary underpinning knowledge and skills to be successful. The 
decision for the apprentice to take the final end point assessment is 
completed in conjunction with both the employer and college.  
This decision will only be made when both the employer and college 
feel that the apprentice is ready, and will achieve well at end point 
assessment. End point assessment is carried out by an external, 
independent coach, and a certificate of occupational competence will be 
awarded upon completion.
Each apprenticeship has a level and an equivalent education level.  
See the explanations in the table below. 

Level  Equivalent Education Level

Intermediate 2  GCSE

Advanced 3 A Level 

Higher 4, 5, 6 and 7 Foundation Degree and above 

Degree 6 and 7 Bachelor’s or master’s degree 
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What you need to do to 
employ an apprentice
An Apprenticeship Agreement and commitment statement must be in place.
• An apprentice must work for a minimum of 30 hours per week
• Provide a robust workplace induction.
• Provide an allocated mentor to train and support the apprentice.
• Provide ongoing support, training, and guidance
• Provide a safe environment in which to work
• Give the apprentice off the job time to attend college to complete 

English, mathematics, ICT if applicable, initial assessments, learning 
and examinations

• Provide quality on the job training to develop technical and work-
based skills

• An apprentice is your employee. You must ensure that they have the 
same rights and responsibilities as all your other employees

• Help the apprentice to practise their new knowledge and skills
• Work with the college to continually monitor progress to ensure that 

the apprentice reaches full their potential
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Off the job training 
All apprentices are entitled to 20% off the job training. 
Off the job training is learning which is relevant to the knowledge, skills, 
and behaviours within the apprenticeship. It is calculated at the start of 
the apprenticeship and includes all time spent ‘off the job’ towards the 
achievement of the apprenticeship. Off the job training must take place 
during the working day and can include time spent in workshops, virtual 
sessions, and any classroom-based activities. Independent learning and 
training can also count towards off the job training. 
It is important to know that some elements of the apprenticeship do not 
count towards the off the job training hours. These include training for 
English and Maths, and inductions given and progress reviews. 
Off the job training hours are monitored regularly to ensure that the 
requirements are met, as outlined in the apprentice commitment 
statement. 

On the job training
All workplaces require their employees to have the necessary specialist 
skills to enable the business to meet its needs. NCL will work with 
employers to develop the skills of the apprentice to ensure they become 
competent in their job role and succeed at end point assessment.
A workplace mentor will be responsible for the apprentice’s development 
at work. They will contribute to progress reviews and the monitoring of 
progress. This is important as they will work with the apprentice on a 
day-to-day basis and be able to assess the behavioural impact on your 
business.
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Maths and English in 
Apprenticeships 
The initial assessment process will identify support the apprentice needs 
to improve their English and maths skills. The support required will be 
discussed and agreed with you and your apprentice and will be part of 
the Individual Learning Plan. 

Additional attendance at college or on-line support may be required for 
apprentices to maintain their current levels or develop their skills further.

English and maths skills are essential for all roles, so apprentices 
will be encouraged to continually develop these skills as part of their 
programme.
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The learning process
Employers are an integral part within the apprenticeship process. You 
need to be fully aware of progression at every stage of the apprentice’s 
journey, and the value-added impact to your business.
Newcastle City Learning will work with you and your apprentice to 
ensure there is a clear and consistent learning process.
Our experienced tutors will work closely and regularly with your 
apprentice and carry out progress reviews every 12 weeks. This review 
process is important as it enables the monitoring and review of all 
aspects of the programme.
The review will be held between the employer, apprentice, and the 
tutor, and will identify progress, skills development, and impact in 
the organisation. Targets will be agreed and set to ensure sustained 
progress towards achievement. 
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Ready to hire an 
apprentice:
Contact the apprenticeship team:
Email nclapprenticeships@newcastle.gov.uk
Call 07817 765 419 or 
0191 277 3511

Some of the employers Newcastle City Learning are working with:


